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Career Objective:

Seeking a position in the domain for Admin that would utilize my interpersonal and communication skills, where my qualities of a fast learner and the ability to take on new challenges can be used. To secure a position where my ability to communicate and liaise effectively with a diverse client group in a friendly and diplomatic manner can be put to good use.

Strength:

- Hardworking and enthusiastic

- Willingness to learn and adapt to new environment

- Multitasking.

- Excellent interpersonal skill and easy to work with 


Educational Qualification: Higher Secondary Level

Additional Qualification:

Computer Skills -Microsoft Office

Internet - Search Engines, Emails, etc.

Work Experience:

Sun and Sand Sports Dubai - U.A.E


Aug 2013 – till date
Receptionist 
Description:  Serves visitors by greeting, welcoming, and directing them appropriately; notifies company personnel of visitor arrival; maintains security and telecommunications system.

Duties and Responsibilities
· Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries.

· Directs visitors by maintaining employee and department directories; giving instructions.

· Maintains security by following procedures; monitoring logbook; issuing visitor badges.

· Maintains telecommunication system by following manufacturer's instructions for house phone and console operation.

· Maintains safe and clean reception area by complying with procedures, rules, and regulations.

· Maintains continuity among work teams by documenting and communicating actions, irregularities, and continuing needs.

· Contributes to team effort by accomplishing related results as needed.

Daily tasks :

· Meeting and greeting clients

· Booking meetings

· Arranging couriers

· Keeping the reception area tidy

· Answering and forwarding phone calls

· Screening phone calls

· Sorting and distributing post

Sun and Sand Sports Dubai - U.A.E


Feb 2007 - Feb 2012
Administrative Assistant
Description: Provide high-level administrative support by conducting research, preparing statistical reports, handling information requests, and performing clerical functions such as preparing correspondence, receiving visitors, arranging conference calls, and scheduling meetings. May also train and supervise lower-level clerical staff.

Duties and Responsibilities
Coordinate with the brand management and other support departments, and communicate announcements/notifications to the store colleagues to ensure timely implementation of tasks as instructed by various departments.
Assist store manager and supervisor in preparing for annual stock take to ensure all queries of auditors are answered in time; communicate shift schedules to staffs to ensure duty rosters are successfully implemented.
Keep record of attendance, overtime, and leaves of store colleagues and consolidate weekly time sheets to ensure attendance sheets are validated by store manager and sent to the Payroll team in time.

Maintain SOP files, One File, and Loss Prevention files; maintain record of disciplinary meetings and documents, employee warning letters, performance appraisal documents, employee letters etc., to ensure all documents are archived and retrieved properly as and when required.

Deposit daily sales Maintain adequate change fund to ensure smooth transaction processing at the Till Point.

Make daily petty cash payments on store manager’s approval and maintain record of the same to ensure monthly petty cash statements are sent to the Accounts Department on time.

Coordinate with Mall Management and obtain various permissions to ensure commercial activities are implemented and operational on time.

Review stationery and other supplies stock regularly for the purpose of ordering new stock and to ensure adequate stock of sundries is available in the store.

Provide support and assistance to carry out other tasks to achieve store 
Personal Profile:

Date of Birth

:
March 26 1985
Sex




:
Female
Marital Status

:
Married
Religion


:
Islam

Nationality


:
Indian
Languages


:
English, Hindi, Urdu
Visa Status              
:      Husband Visa
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